General Hints and Tips
Moving between screens You should always click the "next" button once only to move between the screens. If you double click, you may see a "system busy" error message.
Applications
I cannot find the category of law I wish to make an application for.
CCMS will only allow you to create an application within a category of law you have the appropriate contract for. If you believe you have a contract within the relevant category of law, please contact Online Support.
It is difficult to find the option I want on the drop lists.
The items on each of the drop down lists are in alphabetical order, which may help you search.
I would like to search using my own case reference number Please add your case reference number in the "provider details" section of the application.
In the 'Provider Details' section of the application, the drop down list for 'Fee Earner' and 'Supervisor' are blank
The 'Fee Earner' and 'Supervisor' drop down list are populated from information held in the 'Contacts' section in CWA. Your CCMS System Administrator can access CWA and create 'Contacts' to appear as fee earners and supervisors. A Quick Guide describing this V.2.0 01.04.13 process is available on our training website.
If you have recently added a fee earner or a supervisor having followed this guidance, be aware that it may take a little while for them to appear on CCMS.
I require more than one set of proceedings on my application
You can add as many proceedings as you need to your application. Once you have added your first set of proceedings and returned to the 'Proceedings and Costs' page, select 'Add Proceeding' to add additional proceedings.
I am entering a Special Children's Act (Family Public Law) case. Should this be an emergency application or substantive?
A substantive application should always be made for a Special Children's Act Case.
I am entering a Special Children's Act (Family Public Law) case to submit, but the system is requiring me to enter full means and merits information before I can submit.
Make sure you have chosen the correct application type.
For non means/non merits cases, you should choose SCA as your matter type.
Client Declarations
Which declarations should my client sign?
Your client must sign:
 The Fair Processing Agreement, which can be printed from CCMS towards the start of the application.
 The merits declaration: a summary of the information you have input will be displayed at the end of the merits interview. Please print this page, and ask your client to sign it. This confirms your clients has received all relevant information (as detailed within the interview)
 The final declaration: at the final stage before you submit your application, you will see a summary page which provides all of the information you have input V.2.0 01.04.13 into the application. this page should be printed and signed by your client.
All declarations should be retained on your file.
Assigning Counsel
I have assigned counsel to a case, but the Case Statement of Account has not updated to reflect the costs I have assigned to them.
Please ensure you have clicked "submit amendment" at the bottom of the amendment screen.
Billing

Panel membership
Where you have claimed enhancement because the fee earner is a member of an appropriate panel, you will be asked to provide evidence, usually a panel membership certificate. It may be easier if you scan each fee earners' certificate and save it in an accessible area, so you can attach it to your claim.
Actions and Notifications
Sending evidence When you respond to a request for evidence, please make sure you complete the task by returning to the body of the task, and using the drop down list to confirm you have submitted evidence to the system. We are unable to access the evidence you have supplied until you have completed this step.
Searching for Actions/Notifications Actions and notifications relating to a specific case are only sent directly to the user you have identified as the case contact. Please ensure you have assigned the correct user to the case.
Any user with the Office Manager or Cross Office Access roles will be able to see all actions and notifications across your firm, regardless of who is the case contact. However these users will need to access the "Actions and Notifications" section and search for the case to view any items, they will not appear for them automatically.
